SATERN Administrator Job Aid
Recording a Learning Event

Job Aid: Recording a Learning Event

Tasks

A. Verify accuracy of custom fields

B. Verify Vendor record exists in Organizations table
C. Use Learning Event Recorder to record completion

Task A: Verify Accuracy of the Custom Fields in a Scheduled Offering

1. Click Scheduling > Q e
Scheduled Offerings Ll

Educational Resources for NAS

Leamer Management | Scheduling | Learning | Commerce | Resources | References | Reports | Tools
Scheduled Offerings Scheduled Offerings | Simple Search | Advanced Search | Add Mew | Help |
Cloze Scheduled Offering
Step 1: Searc h fo ran d Cancel Scheduled Offering
. Search

Group Instances

access in Edit mode the T

Curriculum Scheduling

SC h ed u I ed Oﬁe ri n g Search Scheduled Offerings

Ertter the I or Description, select the type of search fram the drop-dawn menu, and click *Search” to browse results
reco rd . Erter an exact ID and select "Exact” from the drop-down menu to go directly to a record. The search is case sensitive
by default. You can choose case insenstive search which applies to criteria typed in. Plesse note that & case
insensitive search could take & lona time.

Case sensitive search: O ve: ® ne

Offering Type: © tem otferingtype O Activity offering type & Both
Scheduled Offering ID: Starts With v

ftem/activity [0 I Starts With v

Description: Starts With

2. Step 2 C“Ck the Standard Options
. Matifications Cost Calculation Zost Summary Pricing Catalog Chargeback
C u Sto m F I e I dS tab Of th e Summary Segments Registration Contacts Materials
Scheduled Offerin g Edit the Custom Fields for the Scheduled Dffering
record. [Apey Changes [ Reser |
I S [ S
. 1 on Duty Hours 16.0
Verify the accuracy of : o Dty s
these fields, especially 5 a0 o3
L. raining
the Per Participant 4 peol @ Jor
Training
5 Type of (4]
C 0 St - T:g::zu:g Sub- ke
Cocle
B Source of O [
Training
If any changes are - T
1 Interest Code
made, click the Apply . e W
Credlit Coce
Changes button. : nannacredt @ o3
Type Coce
10 Direct Cost a |
Cocle
11 Per Participant 250.00
Cist
12 Books &
Materials Cost
13 Other Direct
Cist
14 Incirect Cost O |
Code
15 Travel
16 Per Diem
17 PO humber NNJOSJD4 3P
18 Category Code B
19 Sub Category n
Coce
20 Funding AHT
Orgganization
2 POC JASON NELSOM
22 Buchget Line
ttem
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3' Ste 3 C“Ck the Motifications Cost Calculation Cost Summary Pricing Catalog Chargeback
P
Registration tab. Summary Segmerts Cortacts Materials Gustom Fields
4. Step 3: SCt‘O" down tO Edit the Registered Learners for the Scheduled Offering
view the registrants list. Select All/ Deseledt All
If the Custom Fields vary rrT——
per participant for this m
- " - C-nivika it EMROLL (Enralled) Account(s):
offering, click the Edit nvtlmeg:?ommcvw e e P:c?eméai) :
link below each =it order Teket
Learner’'s name. imabary EMRCLL (Envolled) Accourt(s) Fl
ABARY, JOMATHAMM 54202008 01:24 PM EST Price (§):
Edlit Eciit Order Ticket:
If the learner cancelled Edlt
or is a no show, click the
Edit link under the
Status to change the
Learner’s Registration
Status prior to the LER.
5. Step 4: These Custom S
Fields are populated by
ol alions Cost Calculaiion O] SLaTeey Fricing Cal oy Chargebach

the Item Custom Fields
tab.

Verify the accuracy of
these fields, and make
any necessary changes.

If any changes are
made, click the Apply
Changes button.

& FTHTE STt

Eabit Ragistersd Lesrmer Detalls for Seheduled Offat g 42

Lesarner [0 C-rewbeamont Learmer Mame:  BEALMONT, NANCY W
Label | walue Description
Purpose of Training £ |
Specisl terest Code €D [ga
Por Parficipant Cocst S0 ()
Travel
Per Dvem
PO Nmiber IS4

Task B: Verify Vendor record exists in the Organizations table

1.

From the References
menu, select
Organizations.

Step 1: Search for the
Vendor by entering the
Vendor name in the
Description field.
Change the operator to
‘contains’ and click the
Search button.

SATERN
System for Administration, Training, and
Educanonal Rmmces for NA!

Learner Management | Scheduling | Leatning | ©

Acminisiration | Home | Preferences | Help | Logout
ammerce | Re
Cast Mames

Assignment Profiles
Approval Process

Orgamzahons | Simple Search | Advanced Search | Add Mewr | Help |

Approval Roles Search
IDP Templates

Documents
Organizations
Crganization Groups Enter the ID or Description, select the type of search from the drop-down menu, and click "Search® o browse results.
Tiealis Enter an exact ID and select "Exact” from the drap-down menuto go directly to a record. The search is case sensitive
by default. You can choose case insenstive search which applies to criteria typed in. Please note that a case
insensitive search could take & long time.

Search Organizations

+ General References
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2. If the Vendor record > Search Results
exists, go to Task C. If o Resuts |
the Vendor record has View Organization Results
not been entered in
SATERN, you must
' DFRC-IMDIAN Indiana Wesleyan Univ. Miew | Edit | Delete
create the new Vendor VWESLEY AN LNIY
record GRC-6209 IMCIAMNA DEPARTMEMNT OF COMMERCE Wiew | Edit | Delete
) GRC-7199 IMDIANL SPACE GRAMT COMSORTILM Wiew | Edit | Delete
GEFCUP IMCIAML, UMVERSITY OF PEMMEYLY Wiew | Edit | Delete
Hz-IL Indiana University Wiew | Edit | Delete
JSC-SANDUMY Indians University Wiew | Edit | Delete
KSC-hL IMCAAMNA ANESLEY AN LMY View | Edit | Delete
LARC-IU Indiana University View | Edit | Delete
3. Step 2: Click the add | Simple Search | Advanced Search | Add Mewy | Help |
new link.
4, Step 3: Create a Root Add Hew Organization
Level Organization: * = Reruired Fields
Enter the Organization s
(Vend_or)_ ID and ® Add Root Level Qrganization
Description. Place the
record in the appropriate Enter Root Organization ID, Description, and click Add to add the new Root Organization.
Domain. # Organization I0: ARC-MewendoriD
Description: Mewy Wendar Description
Click the Add button.  Domait T
5. Step 4: On the new Catalog Preview
Ol’ganization record m Custatn Fields Leatners Slats Accourt Coce Cammerce
SU m mary tab Change Edit the Organization Information
the Organiza‘tion Type to To make the selected organization to & Root Organization Status, check the corresponding checkbox, and click
Apply Changes. To make the selected organization the child of snother organization, click the picker, or enter an
VEN DOR . organization ID, and click Apply Changes. To add or change the Organization Type to the selected organization, click
the picker, and then click Apply Changes. Click Reset to revert to system default.
Click the Apply [Apply Changes' ] Reset ] Delete
Ch an g es b utton. Organization Description: |New Vendor Description
Organization Type
ICx:

Task C: Use Learning Event Recorder to record completion

1.

Click Learner
Management >
Learning Event

miztration | Home | Preferences | Help | Logout
1 Admin

Learners
Learning Event Ecitor

Leaming Event Recorder | Helpe |

Recorder L
PP s ciccL.Ex<ri Tyoe
Step 1: Select the R gt . - ]
SC h ed u | ed Offe ri n g =) ftem External Event O‘Schedu\ad Qtfering
radio button. \
Click the Next button.
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Step 2: Enter the
Scheduled Offering ID,
or search for the
Offering using the € .

Once the Offering is
selected, click the Next
button.

Step 2: Select Scheduled Offering

* = Required Fields

* Scheduled
Offering ICx

S —

Step 3: Use the € to
search for and select an
Instructor. Note: The
name you enter will be in
history and on the
certificate. Otherwise, it
will default to the Agency
Training Officer.

Use the € to search for
and select the Vendor.

Choose a Default
Completion Status.

Click the Next button.

Step 3: Enter Learning Event Information

* = Required Fields

L=l COURSE JSC-CS-VISIO2003BA (Rey 2402006 01:57 PM EST)
tem Title: WISIO 2003 BASIC & ADNVANCED

In=tructor: €) |*None Specified, *

€) lsc-ace

Training endor:

Default Gracde:

H

* Default Completion
Status:

Completion Date:
Defautt Price (51
(1000,001.017
Tatal Hours:
(1000,001.01)
Credit Hours:
(1000,001 .01)
Contact Hours:
(1000,001.017
CPE:
(1000,001.01)

| COURSE_COMP (Completedd) - For Credit b

SM 072006 03:00 P EST

16.00

Ll

Step 4: Learners who
were enrolled in the
Offering will pre-
populate the Select
Learners screen.

Click the Next button.

Step 4: Select Learners

* = Required Fislds

Add Learners

Enter Learner ID or add ong or maore from list

1

* zer Mame:

-

Edit Selected Learners

[ Apply Changes |

Select All f Deselact All

C-nvwbeaumont BEALIMOMT, MARCY Wy

jmakary ABARY, JOMATHAMN M D

Select AllJ Deselect Al

[ Apply Changes |
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Step 5: Change the
Completion Status if
necessary.

Click the Next button.

. e i —

C-mevheaumont | | |COURSE COMP (Completed) - For Credit |
[ BEAUMCNT, BARNCY W)

imabary (ABARY, | | |
JOMATHAR h)

| | COURSE_COMP (Completed) - For Crecit v |

Step 6: Skip the
financial summary

F—— Cost Center Profit Center
Account Codes Account Codes Order Ticket

screen by CIiCking the C-nwvheaumant
Next button. vl L
. . jmabary (ABARY, 0.aon
Note: Financial e _
information is captured Eut
in SATERN in the
Custom Fields.
Step 7: Conﬁrm Step 7: Record Event
Learning Event Details. [Previous | Finish |
H H Scheduled Offering 10 42
C“Ck the FI n IS h bUtton ) ftem: COURSE JSC-CS-VISIO2003BA (Fev 5/4/2006 01:57 Ph EST)
tem Title: YISO 2003 BAZSIC & ADYVANCED

Instructaor: *Mone Specified, *
Campletion Date: 51052008 05:00 P EST Tatal Hours: 16.00 Default Tuition:  0.00
Contact Hours: CPE: Credit Hours:

Avtomatically Assess Related Competencies:

Learner Cost Profit Order
Centers Centers Ticket

C-rrvbeaumont COURSE_COMP

[ BEALIMOMT, MAMCY W) (Completed)

Comments:

imakary (ABARY COURSE_COMP 0.00
JOMATHAR K1) (Completed)

Comments:

After completion, you
may print Completion
Certificates or email
PDF versions to the
Learners with the Print
and Email buttons.

Status:

o The learning event has been successfully recorded.

Generate Completion Certificates

Learning event that provide credits have been successfully recorded for the following learner(s).

C- BEALMONT, MARMCY W
mwvheaumont
jmakary ABARY, JOMNSTHARN b
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